DEPARTMENT OF GENERAL SERVICES
-*. RECORDS MANAGEMENT DIVISION

"RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. (17 |4

Page 1 of 3

Agency

Wicomico County Sheriff's Office

Division/Unit

Wicomico Bureau of Investigations/Child
Advocacy Center

tem Description Retention
No.
1 Request for Laboratory Examination — Chain of Retain 50 years, then
Custody Log destroy.
Y Search Warrant Inventory — Report and Return Retain 50 years, then
destroy.
3 Latent Print Retain 50 years, then
destroy.
4 Controlled Dangerous Substance Chain of Custody Retain 50 years, then
Log destroy.
5 Consent to Search Retain 50 years, then
destroy.
6 Advice of Miranda Rights Retain 50 years, then
destroy.
7 Chain of Custody Log Retain 50 years, then
destroy.
8 Bureau of Alcohol Tobacco and Firearms eTrace Retain 50 years, then

destroy.

>chedule Approved by Department, Agency,
r Division Representative.
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Schedule Authorized by State Archivist
Date \\-5
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Sheriff
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DEPARTMENT OF GENERAL SERVICES Schedule N°‘C| 213
RECORDS MANAGEMENT DIVISION =
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 3
(Continuation Sheet)
\gency Division/Unit
Wicomico County Sheriff's Office Wicomico Bureau of Investigations/Child
Advocacy Center
tem Description Retention
lo.
9 Forensic Trace Evidence Retain 50 years, then
destroy.
10 Subpoenas Retain 50 years, then
destroy.
11 Search Warrants Retain 50 years, then
destroy.
12 Photo Line-Up Retain 50 years, then
destroy.
13 Interviews Retain 50 years, then
destroy.
14 Photos Retain 50 years, then
destroy.
15 Crime Solvers Tips Retain 50 years, then
destroy.
16 Task List Retain 50 years, then
destroy.
17 Supplements Retain 50 years, then
destroy.
18 Death Scene Report Retain 50 years, then
destroy.




DEPARTMENT OF GENERAL SERVICES Schedule No. c\219

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
(Continuation Sheet)

Agency Division/Unit
Wicomico County Sheriff's Office Wicomico Bureau of Investigations/Child
Advocacy Center

tem Description Retention
No.
19 Initial/Closing Report Retain 50 years, then
destroy.
20 Press Releases Retain 50 years, then
destroy.
21 Affidavit of Ownership Retain 50 years, then
destroy.
22 Pawn & Precious Metal Object Seized Item Receipt Retain 50 years, then
destroy.
23 Wicomico County Sheriff's Office Contact Sheet Retain 50 years, then
(Confidential Informant) destroy.
24 Wicomico County Sheriff's Office Confidential Informant | Retain 50 years, then
History destroy.

DGS
550-1A




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title

Request for Laboratory Examination — Chain of Custody Log

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form is used to track the custody of evidence and accompanies evidence to the Maryland State Police Crime Lab.

7. Record Series Format(s) List all
[X Letter Size  [[] Microfilm

[ Legal Size  [[] Computer Tape

[ Audio Tape  [[] Floppy Disk

[ Bound Book  [] Video Tape

[ Other (specify)

8. Record Series Sequence
[[] Alphabetical

[ Numerical

[ chronological

[0 Geographical

[] Other (specify)

9. Volume
5
Number

[ File Drawer(s)
D Microfilm Reel(s)
[[J computer Tape(s)

" (X Other (specify) File Folders

10. Annual Accumulation
50
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[[] cComputer Tape(s)

[X Other (specify) File Folders

11. File is Used

[ paily X weekly ] Monthly [ Annually

50
Number

12. File Becomes Inactive After

[ Month(s) [ Year(s)

13. Current Location(s)  (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

D No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

B ves [ Ne

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None []state [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

O ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

IGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 2 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Search Warrant Inventory — Report and Return

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

A court document that is given to the owner of property that is seized during a search and seizure warrant.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
10
[ Letter Size  [[] Microfilm [ Alphabetical Number
[J Legal Size  [[] Computer Tape [ Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [[] Floppy Disk ] chronological [[] Computer Tape(s)
[ Other (specify) File Folders
[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ other (speciy). [ other (specify) 50
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[J Computer Tape(s)
[X Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
[ paily [ weekly [J Monthiy [ Annually Number [ Month(s)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

B3 Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[[J No Maryland State Police Central Records

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

& Yes X No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] State [] Federal [T] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves [ No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

3S 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 3 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Latent Print 2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Request for latent prints to be analyzed by lab for a match.

7. Record Series Formalt(s) List all 8. Record Series Sequence 9. Volume
5
X Letter Size  [] Microfiim [ Aiphabetical Number
D Legal Size D Computer Tape E Numerical D File Drawer(s)
[ Microfilm Reel(s)
[] Audio Tape  [[] Floppy Disk [ chronological [ computer Tape(s)
(X Other (specify) File Folders
[J Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [] other (specify) 25
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
[ Other (specity) File Folders
11. File is Used 12. File Becomes Inactive After
50
[ paily X weekly [ Monthly [ Annually Number [ Monthis) [X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[CJ No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [ state [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

)GS 5504 (Rev. 1/93)




Instructions —~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 4 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Controlled Dangerous Substance Chain of Custody Log

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form is used to track the custody of Controlled Dangerous Substances.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1
[X Letter Size  [] Microfim [ Alphabetical Number
[ Legal Size  [] Computer Tape <] Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape ] Floppy Disk [0 chronological [ Computer Tape(s)
(X Other (specify) File Folder
[J Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation

[ Other (specify) [ other (specify) 5
Number
[ File Drawer(s)
[ Microfilm Reel(s)
D Computer Tape(s)
[X] Other (specity) File Folder
11. File is Used 12. File Becomes Inactive After
50
[ paily [ weekiy [ Monthly [ Annually Number [ Month(s) [X] Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes [C] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O no

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

X None [[] state [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number | 21. Date
410-548-4891

1/18/13

)GS 5504 (Rev. 1/93)




Instructions —~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 5 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Consent to Search 2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form is signed by a victim/suspect/witness and allows police to search an area for evidence without a search warrant.

7. Record Series Format(s) List all
(X Lettersize  [[] Microfiim
[ Legalsize  [] Computer Tape

[ Audio Tape  [[] Floppy Disk

8. Record Series Sequence 9. Volume
5
[ Aiphabetical Number
X Numerical [ File Drawer(s)

[J Microfilm Reel(s)

[ chronological [] Computer Tape(s)

[ other (specify) File Folders

[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specity) 20
Number
[ File Drawer(s)
] Microfilm Reel(s)
[[] Computer Tape(s)
X Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
[ paily [ weekly [0 Monthly [ Annually Number [ Month(s) [ Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[[] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] State

[ Federal [T] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[:| Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

1GS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 I
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Wicomico Bureau of Investigations/Child
401 Naylor Mill Rd. Salisbury, MD 21801 Advocacy Center
“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Advice of Miranda Rights 2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)
This form explains legal rights to a suspect.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
10
(X Letter size  [] Microfilm [] Alphabetical Number
[ Legal Size  [] Computer Tape B3 Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [] computer Tape(s)
(X Other (specify) File Folders
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) 120
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[[] Computer Tape(s)
[ Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
B4 paily [ weekiy [ Monthly [ Annually Number O Months) [X Year(s)

13. Current Location(s)  (Bidg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
X Yes [J No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves O Ne

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[X None [] state [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

COyes XnNo

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

3S 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES A IOy

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 7 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child
Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Chain of Custody Log

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form is used to track the custody of evidence.

7. Record Series Format(s) List all
BX LetterSize  [] Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [[] Floppy Disk
[ Bound Book  [] Video Tape

[ other (specify)

8. Record Series Sequence 9. Volume
5
[ Alphabetical Number
B Numerical ] File Drawer(s)
[ Microfilm Reel(s)
[ chronological [[] Computer Tape(s)

[ Other (specify) File Folders
D Geographical

10. Annual Accumulation
[ other (specity) 40
Number

[ File Drawer(s)

[ Microfim Reel(s)

[] computer Tape(s)

[ Other (specify) File Folders

11. File is Used 12. File Becomes Inactive After
50
[ paity B weekly ] Monthiy [ Annually Number [ Month(s)  [X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ Yes [J No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] state [ Federal D Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes X No

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number | 21. Date
410-548-4891 1/18/13

GS 5504 (Rev. 1/93)




purposes.

Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES ABINCY RICONIS WiVINIONY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 I —
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office Wicomico Bureau of Investigations/Child
401 Naylor Mill Rd. Salisbury, MD 21801 Advocacy Center
“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Bureau of Alcohol, Tobacco and Firearms eTrace

5. Earliest Year/Latest Year
2007 to 2012

series.)
This form is used to request a trace on a firearm.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
3
(X Letter Size  [[] Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape X Numerical [ File Drawer(s)

[ Microfilm Reel(s)

[ Audio Tape  [[] Floppy Disk [ chronological [ Computer Tape(s)

(X Other (specify) File Folders
[J Bound Book  [] Video Tape [] Geographical

10. Annual Accumulation
[] other (specify) [ Other (specify) 10

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[] computer Tape(s)
[ Other (specify) File Folders

11. File is Used

[ paily ] weekiy B Monthly [ Annually

12. File Becomes Inactive After
50
Number O Months) [ Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
B Yes [ No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

X None [] state [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes B No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

)GS 5504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 9 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child

Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Forensic Trace Evidence

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form requests the Maryland State Police Crime Lab to look for trace evidence on a piece of evidence found at a crime scene.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
3
(X Letter Size ] Microfilm ] Aiphabetical Number
[ LegalSize  [] Computer Tape X Numerical [ File Drawer(s)

[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

[ other (specify)

[ chronological

D Geographical

D Microfilm Reel(s)
[[] Computer Tape(s)
[ Other (specify) File Folders

10. Annual Accumulation

[ other (specify) 15

Number

[ File Drawer(s)

] Microfilm Reel(s)

[] Computer Tape(s)

X Other (specify) File Folders

11. File is Used

D Daily D Weekly E Monthly ] Annually

12. File Becomes Inactive After
50
Number [ Month(s)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
(3 ves [C] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

R Yes O ne

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[X None [[] State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes B No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number | 21. Date
410-548-4891

1/18/13

)GS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 10 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

5. Earliest Year/Latest Year
2007 to 2012

4. Record Series Title
Subpoenas

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)
A subpoena is a document requesting certain information in relation to an investigation.

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
10
[ Letter Size  [[] Microfilm ] Aiphabetical Number
[ Legal Size  [[] Computer Tape B3 Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [] cComputer Tape(s)
[X Other (specify) File Folders
[J Bound Book  [] Video Tape [] Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) _____ 200
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[C] Computer Tape(s)
[X Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
X paily ] weekly [ Monthly ] Annually Number [OMonth(s)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
X Yes [[] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

B3 Yes O no

16. Audit Requirements

[ None [] state [] Federal []independent
Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves E No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer 21. Date

1/18/13

20. Telephone Number

Amy Sanko, Administrative Assistant 410-548-4891

)GS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 11 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child

Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Search Warrants

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

A legal document allowing police to search a certain area for certain items in relation to an investigation.

7. Record Series Formal(s) List all
[X LetterSize [ Microfilm
[JLegalSize  [] Computer Tape
[ Audio Tape  [[] Floppy Disk
[[] Bound Book  [] Video Tape

[T] Other (specify)

8. Record Series Sequence
[ Alphabetical

X Numerical

[0 chronological

[ Geographical

[ other (specify)

9. Volume
10
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ computer Tape(s)

[X Other (specify) File Folders

10. Annual Accumuiation
50
Number

[ File Drawer(s)

[ Microfilm Reel(s)

D Computer Tape(s)

[X Other (specify) File Folders

11. File is Used

[ aily X Weekly [J Monthly [ Annually

50
Number

12. File Becomes Inactive After

O Months)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[[] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves DNo

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

X None [ state [ Federal [] independent

17. Is an Index System used? If yes, explain briefly and describe requirements

] Yes B No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

)GS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Photo Line-Up 2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Photo line-ups are shown to a witness/victim to identify a suspect.

7. Record Series Format(s) List all

(X Letter Size ] Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape  [[] Floppy Disk
[ Bound Book  [[] Video Tape

(X Other (specify) PowerPoint electronic format

8. Record Series Sequence 9. Volume
5
[[J Alphabetical Number
[ Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ chronological ] computer Tape(s)

[X Other (specify) File Folders
[ Geographical

10. Annual Accumulation
[X] Other (specify) Suspect Name 30

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ computer Tape(s)

[BJ Other (specify) File Folders

11. File is Used 12. File Becomes Inactive After
50
B3 Daily ] Weekly [ Monthly [ Annually Number O Months)  [X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X ves

Sheriff's Office Shared Drive

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

B ves O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

(X None []state [] Federal [] independent

17. Is an index System used? If yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

IGS 5504 (Rev. 1/93)

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
D No Maryland State Police Central Records Division and Wicomico County




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 13 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title

Interviews

5. Earliest Year/Latest Year
2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Interviews are burned to a DVD and then typed in transcription form.

7. Record Series Format(s) List all
X Letter Size  [] Microfilm

[ Legal Size  [] Computer Tape

D Audio Tape D Floppy Disk

[ Bound Book  [] Video Tape

[X other (specify) DVD

8. Record Series Sequence
[ Alphabetical

B Numerical

[ chronological

D Geographical

[ other (specify)

9. Volume
5
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[J Computer Tape(s)

B4 Other (specify) File Folders

10. Annual Accumulation
100
Number

[ File Drawer(s)

[ Microfiim Reel(s)

[[] Computer Tape(s)

(X Other (specify) File Folders

11. File is Used

X Daily ] weekly [J Monthly ] Annually

50
Number

12. File Becomes Inactive After

[ Months) X Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ No Maryland Stale Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

R Yes O Ne

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [ state [] Federal [] independent

[ Yes X No

17. Is an Index System used? If yes, explain briefly and describe requirements

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

DGS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE 14 OF 24

410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office Wicomico Bureau of Investigations/Child
401 Naylor Mill Rd. Salisbury, MD 21801 Advocacy Center
“DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Photos 2007 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Photos from crime scenes and evidence are printed out and burned to CDs.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
150
[ LetterSize  [] Microfilm [C] Aiphabetical Number
[ Legal Size  [[] Computer Tape X Numerical [ File Drawer(s)
[] Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk ] chronological [[] Computer Tape(s)

(X Other (specify) CD

[J Bound Book  [] Video Tape [[] Geographical

10. Annual Accumulation
@ Other (specify) Compact Disc D Other (specify) 60

Number

[ File Drawer(s)

[] Microfilm Reel(s)
] computer Tape(s)
(X Other (specify) CD

11. File is Used 12. File Becomes Inactive After
50
B3 Daily ] Weekly [ Monthly [ Annually Number [ Month(s) [X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
[ Yes [ No Maryland State Police Central Records Division and Wicomico
County Sheriff's Office Shared Drive

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

X Yes [ No
[ None [[] state [] Federal [[] Independent
Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

21. Date
1/18/13

19. Name and Title of Preparer 20. Telephone Number

Amy Sanko, Administrative Assistant 410-548-4891

IGS 5504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 15 OF 24

1. Department/Agency
Wicomico County Sheriff's Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child

Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Crime Solvers Tips

5. Earliest Year/Latest Year
2010 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This is a form that is filled in with information from the public in regards to crimes and people of interest within Wicomico County.

7. Record Series Format(s) List all
[X Letter Size O Microfilm
[ Legal Size  [[] Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

[ other (specify)

8. Record Series Sequence
[ Alphabetical

B Numerical

[ chronological

[ Geographical

[ other (specify)

9. Volume
5
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[] Computer Tape(s)

(X Other (specify) File Folders

10. Annual Accumulation
120
Number

[ File Drawer(s)

[] Microfilm Reel(s)

[[] Computer Tape(s)

[X] Other (specify) File Folders

11. File is Used

[ paily B weekly [0 Monthiy [ Annually

50
Number

12. File Becomes Inactive After

O Month(s) [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

[ Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves O nNe

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] state [] Federal [7] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

)GS 5504 (Rev. 1/93)




Instructions —~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE 16 OF 24
Jessup, Maryland 20794

410-799-1930

1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office

401 Naylor Mill Rd. Salisbury, MD 21801

Wicomico Bureau of Investigations/Child
Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

5. Earliest Year/Latest Year
2001 to 2012

4. Record Series Title
Task List

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)
A detailed list of tasks performed by each detective during a major crime.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
2
X Letter size  [[] Microfilm [ Alphabetical Number
[ Legal Size  [] Computer Tape B Numerical [] File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological ] Computer Tape(s)
< Other (specify) File Folders
[ Bound Book  [[] Video Tape [[] Geographical
10. Annual Accumulation
[ other (specity) [] other (specify) ______ 10

Number

[ File Drawer(s)

D Microfilm Reel(s)

D Computer Tape(s)

X Other (specify) File Folders

11. File is Used 12. File Becomes Inactive After
50
[ oaily ] weekiy B Monthly [ Annually Number [ Month(s)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

X ves

D No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

B ves [ No

16. Audit Requirements

[ None [] state []Federal [] Independent
Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer 21. Date

1/18/13

20. Telephone Number

Amy Sanko, Administrative Assistant 410-548-4891

GS 5504 (Rev. 1/93)




Instructions —~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 17 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Supplements

2001 to 2012

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Supplements generated by Wicomico Bureau of Investigations detectives and supplements written by other police agencies.

7. Record Series Format(s) Listall
(X Letter Size [ Microfiim
[ Legal Size  [] Computer Tape

[J Audio Tape  [[] Floppy Disk

8. Record Series Sequence 9. Volume
10
[] Aiphabetical Number
[ Numerical [X File Drawer(s)
] Microfilm Reel(s)
[ chronological ] computer Tape(s)

[] other (specify)

[[] Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) 600
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[] Computer Tape(s)
[ other (specify)
11. File is Used 12. File Becomes Inactive After
50
X Daily [ weekiy [ Monthly [ Annually Number [ Months)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[[] No Maryland State Police Central Records Division and other law
enforcement agency's Central Records Divisions

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[[JNone []state []Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer

Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

IGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 18 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Death Scene Report

2001 to 2012

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

A detailed report of a death scene completed by a detective to include the scene and the deceased.

! 7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
5
X Letter Size  [] Microfilm [] Alphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical [] File Drawer(s)
] Microfilm Reel(s)
[[] Audio Tape  [] Floppy Disk [ chronological [C] Computer Tape(s)
[ Other (specify) File Folders
[ Bound Book  [] Video Tape [ Geographical
’ 10. Annual Accumulation
[ other (specity) [ other (specify) ______ 40
Number
[ File Drawer(s)
[ Microfim Reel(s)
[C] Computer Tapel(s)
[ Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
[ paily X Weekly [ Monthly [ Annualty Number O Month(s)  [X Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes [ Ne

Per Wicomico County Sheriff’s Office and Wicomico County Policies and Procedures

16. Audit Requirements

E None D State [] Federal D Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer

Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

IGS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 19 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Initial/Closing Reports

2001 to 2012

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

An initial report contains when a detective was assigned a case and any preliminary investigation done involving the case. A closing report contains

the disposition of the case and any arrests and search warrants that were completed.

7. Record Series Format(s) List all
X Letter Size  [] Microfiim
[ Legal Size  [[] Computer Tape
[ Audio Tape  [] Floppy Disk
D Bound Book [:] Video Tape

[ other (specify)

8. Record Series Sequence 9. Volume
4
[ Alphabetical Number
B4 Numerical [X] File Drawer(s)

[] Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

[ chronological

D Geographical

D Other (specify) 500
Number

(X File Drawer(s)

[ Microfilm Reel(s)
[C] Computer Tape(s)
[:] Other (specify)

10. Annual Accumulation

11. File is Used

X Dpaily [ weekly [ Monthly

[ Annually

12. File Becomes Inactive After
50

Number ] Month(s)

E Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

[ Yes

14. Is Record Series Dupiicated Elsewhere? (If yes, specify agency or office.)
[[] No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes [ No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] state [] Federal

[ independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

)GS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 20 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division
Wicomico Bureau of Investigations/Child
Advocacy Center

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
Press Releases

5. Earliest Year/Latest Year
2001 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

Press releases pertaining to an investigation/person are kept with the case file.

7. Record Series Formal(s) List all
X Letter size  [] Microfilm
[JLegal size  [] Computer Tape

[J Audio Tape  [] Floppy Disk

8. Record Series Sequence 9. Volume
4
[] Alphabetical Number
X Numerical [ File Drawer(s)
[ Microfilm Reel(s)
D Chronological D Computer Tape(s)

[X Other (specify) File Folders

[ Bound Book  [] Video Tape [] Geographical
10. Annual Accumulation
D Other (specify) D Other (specify) _____ 20
Number
D File Drawer(s)
[] Microfilm Reel(s)
[] cComputer Tape(s)
[X Other (specify) File Folders
11. File is Used 12. File Becomes Inactive After
50
[ paily X weekly [ Monthly [ Annually Number [ Monthis)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

K ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[C] No Maryland State Police Central Records Division and Wicomico
County Sheriff's Office Shared Drive

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X ves O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ Yes X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer

Amy Sanko, Administrative Assistant

20. Telephone Number
410-548-4891

21. Date
1/18/13

'GS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 21 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Affidavit of Ownership 2010 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

This form is completed by a victim stating that property which was pawned by another person belongs to the victim.

7. Record Series Format(s) List all
(X Letter Size  [] Microfilm
[J Legal Size  [[] Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

[] other (specify).

8. Record Series Sequence 9. Volume
1
[ Aiphabetical Number
X Numerical [ File Drawer(s)

[ Microfilm Reel(s)

[ chronological [[] Computer Tape(s)

[] Geographical

[X] Other (specify) File Folders

[ other (specify) 20
Number

[] File Drawer(s)
[ Microfilm Reel(s)
D Computer Tape(s)

10. Annual Accumulation

[X] Other (specify) File Folders

11. File is Used 12. File Becomes Inactive After
50
[ paily X weekly ] Monthly [ Annually Number [C] Month(s)

[X] vear(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
D No Maryland State Police Central Records Division

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

BJ ves I No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None []state [ Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer

Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

IGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

purposes.

TDEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Pawn & Precious Metal Object Seized Item Receipt

5. Earliest Year/Latest Year
2010 to 2012

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)

A list given to a victim of their property that is seized from a pawn shop that was pawned illegally.

7. Record Series Formal(s) List all
X Letter Size [ Microfilm
[ Legal Size  [] Computer Tape
[[J Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

D Other (specify)

PAGE 22 OF 24

8. Record Series Sequence 9. Volume
1
[] Alphabetical Number
B Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ chronological ] computer Tape(s)
[ Other (specify) File Folder
D Geographical
10. Annual Accumulation
[ other (specify) 20
Number
[ File Drawer(s)
] Microfilm Reel(s)
] Computer Tape(s)
[ Other (specify) File Folder

11. File is Used 12. File Becomes Inactive After
50
[ oaily [ weekly O Monthiy [ Annually Number [ Month(s)  [X Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 63

X ves

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

E Yes D No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [X state

[] Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ ves X No

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

38 5504 (Rev. 1/93)

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[[J No Maryland State Police Central Records Division




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 23 OF 24

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Rd. Salisbury, MD 21801

purposes.

2. Division 3. Unit
Wicomico Bureau of Investigations/Child

Advocacy Center

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Wicomico County Sheriff’s Office Contact Sheet (Confidential Informant)

2012 to 2012

5. Earliest Year/Latest Year

series.)

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

This form is filled out each time a Confidential Informant (C.1.) is contacted and states the date, time and type of contact made with the C.1.

7. Record Series Format(s) List all
(X Letter Size  [] Microfim
[ Legal Size D Computer Tape

[ Audio Tape  [] Floppy Disk

8. Record Series Sequence 9. Volume
1
[ Aiphabetical Number
[ Numerical [ File Drawer(s)
] Microfilm Reel(s)
[ chronological [[] Computer Tape(s)

E Other (specify) Locked Cabinet in Wicomico Bureau of Investigations

[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (speciy) [ other (specify) ______ 4
Number
[ File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
E Other (specify) Locked Cabinet in Wicomico Bureau of Investigations
11. File is Used 12. File Becomes Inactive After
50
[ paily ] weekly X Monthly [ Annually Number O Monthis) [ Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 6

[ Yes B No

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

@Yes O No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ None [] state [] Federal [X] Independent

[ ves

17. Is an Index System used? If yes, explain briefly and describe requirements
D No C.I. number is given based on year and done sequentially.

18. Recommended Retention

Retain 50 years, then destroy.

19. Name and Title of Preparer
Amy Sanko, Administrative Assistant

21. Date
1/18/13

20. Telephone Number
410-548-4891

38 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ASINCYTIRCON0S INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ERR——
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office Wicomico Bureau of Investigations/Child
401 Naylor Mill Rd. Salisbury, MD 21801 Advocacy Center

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
Wicomico County Sheriff’s Office Confidential Informant History

5. Earliest Year/Latest Year
2012 to 2012

series.)
This form contains a Confidential Informant’s (C.|.) identifying information.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

[ paily ] weekly X Monthly 3 Annually

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
1
(X Letter Size  [[] Microfilm [] Alphabetical Number
[] Legal Size  [] Computer Tape [ Numerical [ File Drawer(s)
(] Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [ computer Tape(s)
E Other (specify) Locked Cabinet in Wicomico Bureau of Investigations
[J Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify)__________ [ other (specify) 4
Number
[J File Drawer(s)
] Microfilm Reel(s)
D Computer Tape(s)
E Other (specify) Locked Cabinet in Wicomico Bureau of Investigations
11. File is Used 12. File Becomes Inactive After

50
Number [ Months) [ Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Rd. Salisbury, MD 21801 Room 6

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ ves B No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes [ No

Per Wicomico County Sheriff's Office and Wicomico County Policies and Procedures

16. Audit Requirements

[ONone [Jstate []Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
& Yes [ No C.I. number is given based on year and done sequentially.

18. Recommended Retention

Retain 50 years, then destroy.

Amy Sanko, Administrative Assistant 410-548-4891

19. Name and Title of Preparer 20. Telephone Number | 21. Date

1/18/13

GS 550-4 (Rev. 1/93)

Badt oo




